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Admindetrative Clerk, G35 I :
25X1A9%a h .
Beports Division {nfa}, o/RR
Office of the Chief

is Adnimistrative Clerk, D/R, O/RR, is responsible %o the Chief, /R for
dotails comected with tho internal sdministration of D/R. Iust be thoroughly
femtliar with administrative and office procedures and O/RR staff procedures
and keep the Chief, D/R, advised of required administrative vreports md sotions.
sadntains the administretive records and files, imcluding CIA Notices and General
Opders, Administrative Instruotions, O/RR Office Procedures { Instructions and
Orders), 0/Rt Persounel ﬁeabrﬁs. and such other £iles and 1ists ss the Chief,

/R, may direct, Keope the time and attendsnce records. Acts as Information
Combrol and Assistant Top Searet Control Offiser, logging all material coming
fmts snd going out of D/R. Aots also ep liaison between D/R end the O/RR
slministrative sbaff,

4ats 85 Accountsble Officer of D/R for the requisition end procurement of
squipment, supplies, end services. Is responsible for the maintepence of
squipnent snd for seeing that necessary repairs ars effeoted. Is also responsible
for arranging details of moving the division offices when this is required.

Acts sa receptionist for D/R, receives and refers telephons calls and
mepsages, snd handles routine matters on her own iniblative.

fransnits reports to the reproduction unit, and disseminates D/R publie
ecations as directed.

Types for the Chief, D/R, and for the Chisfs of the Branches as required.
Assigts in the typing of D/R pubdlications snd in proofreading. Assisis in
typing ditto sheets and in running the ditto mashine.

Requires initiative and 2 meture epproach in surmpunting problems,
utilizing despatoh, tact, and courtesy.
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